
APPLICATION FOR RECORDS RETENTlOlfiSCHEDULE 

Attention: Scheduling 

Application Number 

Lonnie Love . Admin is t ra to r  656-5812 
I. Action Requested 
_-- 

a, 
b. 
c. d Amend Application No. 77-448-A Checkone: ~ Change; 0 Supercede; 0 Void 

0 Establish Retention Schedule; record will continue to  accumulate. 
0 Dispose of present accumulation; no further accumulation anticipated. 

1. Dams of Series 
iarliest Latest 

1964 I t o  Date Governor 's Honors Program S e l e c t i o n  Process F i l e s  

The Governor 's Honors Program Unit  p rov ides  a f l e x i b l e  educat ion  program t o  meet t h e  needs 
o f  many o f  Georg ia 's  g i f t e d  and t a l e n t e d  s tudents through a summer program t o t a l  l e a r n i n g  
exper ience on one o r  more o f  our  c o l l e g e  campuses. ' 

g i f t e d  t e n t h  and e leventh  grade s tudents e n r o l l e d  i n  Georgia 's p u b l i c  and p r i v a t e  secondary 
schools cha l l eng ing  and e n r i c h i n g  educat iona l  o p p o r f u n i t i e s  n o t  u s u a l l y  a v a i l a b l e  i n  t h e i r  
r e g u l a r  school experience. The program i s  designed t o  a s s i s t  s tudents  i n  recogn iz ing  t h e i r  
p o t e n t i a l  and empower them as 1 i f e - l o n g  independent learners .  

5. Records Wi., Ti le  ffollowed by title used in office; if different) 

i. Division a d  Mia Function What i s  the function of the Division and the Offiw in which this record series i s  created? 

The program i s  designed t o  p rov ide  

'. Record Series Description This f i le contains the following documents (include form numben end tit/-, i f  any): 
Attach samples of the file. 

Documentsrelatingto: Receiv ing and rev iew ing  nominat ions and compi l ing  nominee, f i n a l i s t ,  
a l t e r n a t e  and r e j e c t i o n  l i s t s  f o r  Governor 's Honors Program. 

Includedare: 1. STUDENT FILES - Nomination Forms, l e t t e r s  t o  F i n a l i s t s  and A l te rna tes ,  
Student Withdrawal L e t t e r s ,  Parent/Student Consent Forms and I n t e r v i e w e r  
Score Sheets and re1  a ted  correspondence. 

LOCATOR CARDS - an index ing  system f o r  l o c a t i n g  i n d i v i d u a l  s tudent  f i l e s  
l o c a t e d  w i t h i n  a School System F i l e  by Sub jec t  Area. 

2. 

F i l e  Arrangement: 1. 

2. 

STUDENT FILES - arranged c h r o n o l o g i c a l l y  by *school year ,  thereunder 
a l p h a b e t i c a l l y  by school system, thereunder a l p h a b e t i c a l l y  by SUBJECT 
AREA, thereunder a l p h a b e t i c a l l y  by s tudent  name. 
LOCATOR CARDS - c h r o n o l o g i c a l l y  by *school year,  thereunder File is airanged: 

a1 phabe t i ca l  l y  by s tudent  name. 
How often are records referred to which are: 1. Monthly Reference Rate I 
; Seven to twelve months old ; Thirteen to twenty-four months old 1 ; I  1 One to six months old 2 

I_ twentylfive months and older 4 7  
b. Annual Rat# of Accumulation of Records 

Letter-size drawers ; Legal-size drawers 1 ;Shelves ; Other (specify) 



. .  a. Is tnis tne onlciai copy ot the series? 
If not. where is  it> 4 

1 b,,Do_el th_e_?ries contain confidential information requiring security handling? If yes, cite law or regulation. 

%commendations in para- 
lraph 12 are approved. 
'If disapproved, attach l a m  
,f explanation.) 

I x I c. I s  thisavital record? 

- d. Does this series have historical or long term research value? x 1 

State Auditor/Designee I A& //A I 

Secretary of State/hsignea 1- 
Attorney Germ 

$ 
11. Reter 

8. When one or two documents in the file make it necessary to keep the entire file for a[long period, could these 
dog.mm!.sbe sche duled smcatelv? 

f. Is the information contain- series ever D&I 
g. Is  the information contained in this Series ever analyzed and/or redorded in a summarized report? 

If ve- h coov. 
h. Is there a duplication of th is  series in your office, or in another office or agency? 

If ves. whe re? 
I .  Is th- lora -ofuJ r e ?  
I. Does w r d  serie-out? 

ished? If yes. a- Annual (when funds a v a i l a b l e 2  . .  

. .  

ion Requirements The following requires the series to be kept: 

a. State Law years. d. Audit period years. 
b. Statute of limitation years. e. Administrative need 3 years. 
c. Federal law -years. f. Federal retention instructions years. 

Attach copy or excert of laws or regulations. Explain administrative peed. 
e .  This  s e r i e s  i s  mainta ined t o  p rov ide  c o n t i n u i t y  i n  admin i s te r i ng  t h e  Governor's Honors 
Program,. 

12. Apwoved Dirposition Instructions This agency recommends that the file series be cut off a t  the end of each: - .  

0 Calendar Year; 0 Fival Year; & Other *School Year then, 
(*August 1 - J u l y  31) 

16 Hold in the current files area month(s) 1 yeark); then 
0 Transfer to local holding area; hold 
16 Transfer to State Records Center; hold 2 year(s); then 
16 Destroy. 
U Transfer to State Archives for permanent retention. 

Other (Specify) 

yearls); then 

These instructions apply to a l l  prior and future accumulations of the reries. 



APPLICATION FOR RECORDS RETENTION SCHEDULE 

- INSTRUCTIONS: See Publication No. 76-RM-! for instructions on completing this form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 
Attention: Schedulinq Section. - -- IFOR RECORDS MANAGEMENT USE -_ - - _- _ _  - FOR - . AGENCY .-. USE I 1. Agency Address 

Application Number 

Date Completed 

EP 2 5 1984 I nov 0 1 1984 
~- ~ . . -At . .~  ~~ 

Telephone Number 

~ 6 5 6 - 5 8 1 3  

tpplication Date Department of Education 

ipplication Number Pup i l  Personnel Serv ices  
Divis ion of Curriculum Development and 

- ~ ~~~~~~ ~- ~~~ - ~~~ At 

!. Person to Contact 

- - -~ L o m 1 U . c  _. GHP Coordinator  ~ ~~~ . 

I. Action Requested 

Working Title 

a. 0 Establish Retention Schedule; record will continue to accumulate. 
b. U Dispose of present accumulation; no further accumulation anticipated. 

_- c. 8 Amend Application No. 2 4 4 8  - .~ Check One: 0 Change; 0 Supercede; Void 
I. Dates of Series I 5. Records Series Title (followed by title used in office: if different) 

Latest I NO&\&& !arliest 

- ~~ -__ 1964 t o  d a t e  1 Governor’s Honors 
~. ~ 

i. Division and Office Function What i s  the Office in which this record series is  created? 
7 

NO CHANGE .- -_ 

I. Record Series Description 

Documents relating to: 

This file contains the following documents (include form numbersand titles, if any): 
Attach samples of the file. 

No Change ~ - - - -  

c 

Included are: 
No ChanLe 

\ 
File i s  arranged: 

- - ~ ~ ~. - ~. -~ ~~ ~ 

1. Monthly Reference Rate 

C)ne to six months old 

How often are records referred to which are: 

~- ;  Seven to twelve months old ; Thirteen to twenty-four months old ----; 

twenty-five months and older --? 
L Annual Rate of Accumulation of Records 

Letfer-size drawers ; Legal-size drawers ;Shelves ---; Other (spmify) __ 
~ ~ 

3-50-71; p e v . 7 6  (Over) 



'ES 

X - 

X 

- 

- .~ 

- - 
12. Approved Dispositio; Instructions This agency recommends that the file series be cut off a t  the end-of each: 

0 Calendar Year; Ca Fiscal Year; 0 Other ~- __ then, 

0 Hold in the current files area ---month(s) 
0 Transfer to local holding area; hold 
Q Transfer to State Records Center; hold 3 - -year(s); then 
B Destroy. 
a Transfer to State Archives for permanent retention. 
0 Other /Specify) 

yeark); then 
yeark); then 

-- ~~ - ~~ ~4- 
1 

5 , .. - ..._-- ~~ 

__- . - ~ % ~  --y ~ 

NO 10. Questionnaire (Placean "X" in the proper column) 
a. I s  this the official copy of the series? 

b. Does the series contain confidential information requiring security handling? If yes, spe law or regulation. 

d. Does this series have historical or long term research value? 
e. When one or two documents in the f i le  make it necessary to,keep the entire file for a long period, could these 

f. I s  the information contained in this series ever Dublished? If ves. attach CODV. 

g. I s  the information contained in this series ever analyzed andlor recorded in a summarized report? 

h. Is there a duplication of this series in your office, or in another office or agency? 

Ifnot.wMs&?: .. ~~~ --.. ~ ~ . 
J 

- 
. -~ ~ ~~. 

~. - - - .  X . c, Is this a vital record? . ~ 

x 
r 

.~ -N&-. . d o c u m e n t s  bescheduled separatelv? -. 

. X 
,... . 

-~ ~ ~ _. x lfreL attach COPY ~ ~ ~ .__ - ~. . 

__. - ~ .  , x  If veLwhere? 
- X- i. Is  this seriedocun&suJQfrtinnnfit) r w l a r h  microfilmed?~ , -. - 
x i. Doesthe re- in a wmnuter wintout? ~. 

These instructions apply to a l l  prior and future accumulations of the series. 

- 
i g e n q v -  -~ Date Records Mana emsnt Officer (Signature) I Date 

V - State Records Committee lSianatuml bate 
Recommendations In para- 
graph 12 are approved. 
flf disapproved, attach letter 
,f explanation.) 

, 



I 

- ~~ 

FORAGENCYUSE ~__.__ 
ipplication Date 

z l icat ion Number 

Nov. 16, 1977 

1 2  

..... ~ 

. I ~  
1. Agency Address FOR RECORDS MANAGEMENT USE 

Department of Education ; Application Number 

.Div.  of Cur r i cu lum Development and Pupil c 
Personnel Services  

Governor's Honors Program 
- 

Date Received Date Completed 

NOV 1 7 1977 l"JV 2 9 1977 

_ _ _  c. 0 Amend Application No. --- Check One: 0 Change; 0 Supercede; 0 Void 
I. Dates of Series I 5. Records Series Title (followed by title used in office; if different] 

I t o  da t e  Governor's Honorb.Proaram Nominations F i l e s  

iarl iest 

964 - -- .- -_._I_ _____ 
f 

What is thefunction of g e x s i o n  and the Office in wtrich this record series is  created? 
~. . ~.. - .  ,~ . .~ ~. 

i. Division and piceFu,n@on 

The Governor's Honors Program Unit Provides a f l e x i b l e  education program t o  -meet t h e  
needs of  many of Georgia's g i f t e d  and t a l e n t d  s tudents  through a summer program t o t a l  
learning experience om one or more of our co l l ege  campuses. 

--____ ~ - ~ _ _ _ _ - -  
I. Record Series Description .This file contains the following documents (include form numbers and rifles, if any]: 

nominations 
Documents relating to: Receiving/and compiling nominee, f i n a l i s t ,  a l t e r n a t e  and r e j e c t i d n  l i s t s  

f o r  the Governor's Honors Program. 

Included are: Nomination forms, publ ic  re la t ionsforms,  a l t e r n a t e  forms, r e j e c t  forms, 
withdrawal forms and r e l a t e d  CQrrespondence. 

FileiSarraWed: Chronologically by year;  thereunder a lphabe t i ca l ly  by s tudent .  

-.I-_ - c____I 

1. Monthly Referenca Rate 
One to six months old 
twenty-five months and o l d e r O  7 

How often are records referred to which are: 
1 

; Thirteen to twenty-four months old 1 ; Seven to twelve months old 
2 

--.- . I - - 
). Annual Rate of Accumulation of Records 

Letter-size drawers 3; Legal-size drawers ; Shelves --; Other (specify) -- 

- ~ -..__.. 
5-50-77; Rav. 76 (Over) 



. .  < -  
L-_*-.-*5s-. i ----~~--. :.._._-~ ____~_.~_lr_l .-~...=y7~ ijl 

_-ln_twhere is it? I- 

.. .. -~~ ,.., . - 
.-..I 

0 ;I( 
- .  d~ No~1~1_O,Questionnair~-~Pt 1 in the proper w l u m T  ~~ - 

-. . * .. 
a. Is this the official wpy  of the series? 

6 .  

X 

I X I ~ d. Does this series have historical or long term research value? 

b boes the series contain confidential information requiring security handling? If yes, d t e  law or regulation. '1. -! 
.~ P-L93-380 0, 

1, - I ~ ~ ~ b d  .~~,c.ls.?bk?-.?-vital record? -I_ 

e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these 
led teogatelv? - 

I _- 
-I- - 

h. 1s there a duplication of th i s  series in your office, or in another O f f k  or ageficy? - 
. .  - . - - 

~ ,.. .~I-. 
-.__ 

11. Retention Requirements The following requires the series to  be kept: 

~ _ ~.-.-years. ~ .~ .- -years. 
; 3  years. 

a. State Law .d. Audit period ~ ~~. ~ ~ 

b. Statute of limitation years. e. Administrative need 
c. Federal law I_ -years. f. Federal retention instructions years. 

Attach copy or excerpt of laws or regulations. Explain administrative need. ;:;; ' 2 ' , 

e. This series is maintained to provide continunity in administering the Governor's 

~ ~ , 6.' ~. .~ . 
~ ., 

, - 8  .~ .~ ., ...i . ~2 5 :  ,~~ . . ~ .  . .. ~~ 

~ .. i' . - -  
- .. . u ? - r . .  , _ .  
. . ~ 

Hon$rs:Program. . . .  . ~ . . . ~  - -  ~ 

~~ 

.~ 
I. > ~- r . .  .~ 

L. .1 L ~. .. . . ~  - .  ~ 

-- I___ 

12 Anmved Disposition Instructions This agene-recommends t h a t  the file &r%s be cut~otf a t thb ind 

, . 0 Calendar Year; Fiual Year: 0 Other -~ then. 

Hold in the current files area ---rnonth(s) L . - - * , t e a r ( s ) ;  then 

Transfer to State Records Center; hold - L - y e q r ( s ) ;  then 
0 Transfer to local.holding area, hold 

mDestroy, EXCEPT that for years ending in 4 and 9 transfer one cubic foot to 
0 Transfer to  State Archives for permanent retention. 
0 Other (Specifi) 

year(s); then 

State Archives for permanent retention. 

~. . 
. .  

. .~ .~ . ~. . -  . .... . .  ~ ~ ~. i ~. 
I~ . ~. . . ~ 

~ . ' 7  r ~ _  . 
.C. . . .. .I . .  

~~ ~~ ~ ~ . ~~~~ 

. -  n l .  ~ - 
~ ~ 

. ~. .. . . ~. . I . ~. .~ . I  . ~~ . . .  
: . 

.. . - ,  . . .  .1 . .. , . . .  ~. 

j I T,:~:,~,,~ .' I 'li; 

These instructions apply to a l l  prior and future accumulations of the series. 
A -  

- - .- 
Date _ _  

3ecommendations in para- 
raph 12 are approved. 
If disapproved, attach letter 
if explanation.) 

-.--_ - 
c50-71; Rev. 76  


